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STUDENT DIRECTIONS -  DISCUSSION BOARD 
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 Explanation of forums, threads, and posts - page 1 

 Two ways to view the discussion board - page 2 

 Discussion board orientation - page 2 

 Creating a thread (text directions followed by screenshot directions) - pages 3-4 

 Creating a reply (text directions followed by screenshot directions)  - pages 4-6 

 

FORUMS, THREADS AND POSTS 

Each discussion board has one or more forums. A 

forum is the area on the discussion board where a 

particular topic or group of topics is being 

discussed. 

 

In the screenshot to the right, there are 3 Forums. 

 

 
Within each forum there can be many threads. A 

thread is the initial post and the replies to that 

post. 

 

 

In the screenshot, Sue’s Forum has been opened 

and inside this forum there are 4 threads. 

 
A post is a message within any thread. 

 

In this screenshot we opened the thread titled “Hi 

from Jim” and we can see that there are 3 posts 

(messages). 
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Views 

 

There are two different views in the Discussion Board: List View and Tree View. The icons for these 

views are on the upper right corner of any Forum. You can choose the view that best suits your needs. 

List View 

 
Tree View 

 

 

Discussion Board Orientation 

Go to the Discussion Board for your course. If you have trouble finding it, ask your instructor for 

direction.  Each discussion board has five columns: 

 Forum – Each forum contains a different discussion topic. A course may have many forums. 

 Description – This space can  be used for a short description of the topic to be discussed in that 

particular forum. 

 Total Posts – Total number of posts within a particular forum 

 Unread Posts – Total number of posts that have not yet been read. 

 Total Participants – Total number of people who have participated in that forum 

Note: To open a discussion forum, click on one of the hyperlinks in the Forum column. 
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Create a Thread (text directions) 

1. When you first create a forum, there are no posts or threads in it. To create a thread, open the 

forum and click Create Thread. 

2. Type in the name of the Subject and then you can start typing in the Message box. 

3. If you wish, you can add attachments by Browsing  My Computer or by Browsing the Course. 

4. Click Submit. 

5. You will now see the Thread that you started in the forum. 

 

Create a Thread (directions with screenshots) 

 

Step One 

 

When you first create a forum, there are no 

posts or threads in it. To create a thread, 

open the forum and click Create Thread. 

  

Step Two 

 

Type in the name of the Subject and then you 

can start typing in the Message box. 

 
Step Three 

 

If you wish, you can add attachments by 

Browsing  My Computer or by Browsing the 

Course. 

 

Step Four 

 

Click Submit  
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Step Five 

 

You will now see the Thread that you started 

in the forum. 

 
 

 

Reply to a Post in a Thread (text directions) 

1. Go to the Discussion Board and click on the Forum you wish to contribute to or read. 

2. Click on the thread you would like to read and post a reply to in the Forum. Note: if you see a 

“+” sign in front of the thread that means that there is a post with one or more replies. 

3. This opens the initial post in the thread. Scroll down to read the post. 

4. At the top of the screen you will be able to see if there are replies to the post you have just read. 

You will know there are replies when you see “RE:___”  under the hyperlink for the first post. 

There are two ways that you can view the reply: 1. Click on the hyperlink or 2. Click on the arrow 

just below the posted message. You can continue doing this until you have read all the posts in 

that particular thread. 

5. You can reply to any post in a thread by clicking Reply. 

6. Type your reply in the Message box. Note: If you would like to see the original post that you are 

responding to, you can click View Original Post on the upper-right of the Message area. 

7. If you wish to add attachments, then scroll down to the Attachments section and browse for the  

file you wish to attach. 

8. Click Submit 

9. Your reply has now been added to the thread. 

 

Reply to a Post in a Thread (directions with screenshots) 

 

Step One 

 

Go to the Discussion Board and click on the Forum 

you wish to contribute to or read. 
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Step Two 

 

Click on the thread you would like to read and post 

a reply to in the Forum. Note: if you see a “+” sign 

in front of the thread that means that there is a 

post with one or more replies. 

 

 

Step Three 

 

This opens the initial post in the thread. Scroll 

down to read the post. 

 

 

 

Step Four 

 

At the top of the screen you will be able to see if 

there are replies to the post you have just read. 

You will know there are replies when you see 

“RE:___”  under the hyperlink for the first post. 

There are two ways that you can view the reply: 1. 

Click on the hyperlink or 2. Click on the arrow just 

below the posted message. You can continue 

doing this until you have read all the posts in that 

particular thread. 

 
Step Five 

 

You can reply to any post in a thread by clicking 

Reply. 
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Step Six 

 

Type your reply in the Message box. Note: If you 

would like to see the original post that you are 

responding to, you can click View Original Post on 

the upper-right of the Message area. 

 
Step Seven 

If you wish to add attachments, then scroll down 

to the Attachments section and browse for the file 

you wish to attach. 
 

Step Eight 

 

Click Submit 

 

 
Step Nine 

 

Your reply has now been added to the thread. 

  
 


